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Chapter 1
BACKGROUND

1.1. PURPOSE. The purpose of this document is to provide
guidance and information on the use of the Integration Support
Contract (ISC), Contract N66032-89-D-0001.

1.2. BACKGROUND. On 13 December 1988, the ISC was awarded to
Computer Sciences Corporation (CSC) of Falls Church, Virginia.
The ISC will allow the Marine Corps, through one contract, to
obtain comprehensive Automated Data Processing (ADP) services to
support the development, implementation and maintenance of Marine
Corps Automated Information System (AIS) projects. The ISC is a
Cost-plus-award-fee, indefinite quantity, indefinite delivery
contract. Delivery Orders will be placed by Headquarters Marine
Corps (HQMC) and the three central design activities (Quantico,
Kansas City, and Albany). This is a one year contract with seven
one year options. A minimum of $150,000 must be expended each
contract year with a ceiling of 740,000 labor hours per year.

1.3. SCOPE. This guidance is not intended to supersede any
contracting or financial guidance, regulation, or laws. The
information presented is intended to be supplemental assistance
in the use of the ISC only. The ISC is available for use, within
the confines of contract limitations, by any Marine Corps
organization. The following are examples of the type of services
that can be performed under the contract:

FIGURE 1-01
Services Available Under the ISC

Appendix C provides a thorough list of the contract services as
outlined in the IScC.

1.3.1. Benefits. Utilization of the ISC is envisioned to improve
the availability of data processing personnel, standardize
development efforts, achieve savings through volume discounts
associated with economies of scale, and reduce contracting
efforts. '
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1.4. GUIDANCE

1.4.1. Statement of Work (SOW) Preparation. Upon determination

of the user requirements, a SOW must be prepared. A clear
statement of contract requirements is a prerequisite for defining
and achieving program goals. The SOW provides the basic
framework for this effort. The SOW must be carefully prepared to
specify basic responsibilities and minimum program requirements.
The SOW is the document by which all nonspecification
requirements for contractor efforts are established and defined.
Chapter Three provides guidance in the preparation of a SOW.
Appendix D is an example of a completed SOW.

1.4.2. cCost Estimate. 1In addition to the SOW, the user must
calculate and submit an estimate of the labor hours by labor
category and other direct costs. The cost estimate is developed
by the user to assist the COTR in contract negotiations with the
contractor. Chapter three provides guidance on developing a cost
estimate. Appendix E is an example of a completed cost estimate.

1.4.3. Delivery Orders. A Delivery Order specifies and
authorizes work to be accomplished by the contractor to satisfy a
Government requirement. All supplies and/or services to be
furnished under the ISC shall be ordered by the issuance of a
Delivery Order by the appropriate contracting officer. A
Delivery Order shall be "issued" for the purpose of this contract
at the time the Government deposits the order in the mail.

1.4.4. Funding and Contractor Performance. The organization
requesting the work to be performed is responsible for providing

the funding required, for initiating the tasking, and for
administering the Contractor's performance. All funded Delivery
Orders are applied against the MCCDPA's spending threshold.
Because of the overall ISC spending threshold, each central
design activity has a yearly spending threshold based upon the
number of functional areas supported. The spending thresholds
for the MCCDPAs are:

FIGURE 1-02
Funding Thresholds

In the event that an MCCDPA exceeds its threshold, CMC, (Code CC)
and/or the Information Systems Steering Committee (ISSC) will
determine the appropriate channel by which to satisfy the
requirements as stated in the SOW. This could result in the SOW
being processed by either one of the two remaining MCCDPAs or the
spending thresholds of the MCCDPAs being realigned within the
total ceiling of the contract. The Contractor's performance is
rated by the responsible COTR and the results are forwarded to
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the Performance Evaluation Board (PEB) for Award Fee
Determination.

1.4.5. Use of Standards and Guidelines. To ensure compliance
with regulations, standardization of deliverables, and efficiency
of efforts, Marine Corps Standards and Guidelines, detailed in
Information Resources Management (IRM) Technical Publications and
established under MCO P5271.1 should be used in specifying tasks
to be performed. Use of these standards and guidelines promotes
clear communication between contractor, the requesting
organization and other using organizations within the Marine

Corps.

1.5. REFERENCES AND DEFINITIONS. A list of references is
contained in Appendix A. A list of terms and corresponding
definitions is provided in Appendix B. These appendices are
provided to assist the reader in gaining an understanding of some
of the references and terms unique to the ISC. '
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Chapter 2
ROLES AND RESPONSIBILITIES

2.1. GENERAL. This chapter details the ISC management concept
and provides a synopsis of the roles of those organizations
involved in the management and utilization of the ISC.

2.1.1. Procurement Integrity. Individuals who will serve the
Government as procurement officials on or after December 1, 1990
must sign a certification stating that they are familiar with,
and will not engage in conduct prohibited by, Subsections 27(b),
(c), and (e), and that they will report any information
concerning a violation or possible violation of Subsections
27(a), (b), (d), or (f) of the Office of Federal Procurement
Policy Act (41 U.S. Code 423). Figure 2-01 contains an example
of the certification required from each procurement official.

2.1.2. Protection of Contracting Data. All data pertaining to

the Delivery Order process, negotiations, costs, contractor
performance evaluations and other related subjects are considered
sensitive unclassified information. The Computer Security Act of
1987 requires that this information will be protected. IRM-
5239-08, Computer Security Procedures, Appendix E discusses
sensitive unclassified information. Minimum protection
requirements are:

a. Appropriate marking.

b. Access control over processes, files, segments, and
devices.

c. Identification and authentication (user ID and password).

d. Audit (system and file access).

e. Protection of systems as a resource and protection
against fraud, waste and abuse.

2.1.3. Marine Corps Central Design and Programming Activity
(MCCDPA) The supporting MCCDPA reviews all of the ISC SOWs and
is responsible for the following:

a. Making the determination if a specified requirement can
be performed with available assets. ,

b. Ensuring that the proposed tasks are compatible with
Marine Corps IRM plans, programs, standards, and guidelines.

c. Ensuring that there is no duplication of effort.

d. Providing technical assistance if necessary.
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PROCUREMENT INTEGRITY CERTIFICATION
FOR PROCUREMENT OFFICIALS

As a condition of serving as a procurement official, I

TYPE OR PRINT NAME hereby
certify that I am familiar with the provisions of Subsections
27(b), (c), and (e) of the Office of Federal Procurement
Policy Act (41 USC 423) as amended by Section 814 of Public
Law 101-189. I further certify that I will not engage in any
conduct prohibited by such Subsection and will report .
immediately to the contracting officer any information
concerning a violation or possible violation of Subsections
27(a), through (f) has been made available to me. I
understand that, should I leave the Government during the
conduct of a procurement for which I have served as a
procurement official, I have a continuing obligation under
Section 27 not to disclose proprietary or source selection
information relating to that procurement and a requirement
to so certify.

SIGNATURE OF PROCUREMENT OFFICIAL DATE

DEPARTMENT OR AGENCY OFFICE PHONE

FIGURE 2-01
Procurement Integrity Certification
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e. Issuing a Statement of Non-availability of Computer
Resources (SNCR) when justified.

The MCCDPA will also assist the user to ensure that the proper
CDRLs are applied. As the tasks defined in the SOW are conducted
by the contractor, the MCCDPA will assist the user, upon request,
in the review of deliverables, resolution of disputes, and
modifications to the Delivery Order. (Development and/or
modifications to the SOW, Cost Estimate, or Delivery Orders are
the responsibility of the user.)

2.2. GOVERNMENT ROLES AND RESPONSIBILITIES. The following roles
and responsibilities defines how the Marine Corps will manage the
ISscC.

2.2.1. Functional Managers/Field Activities. The Functional

Managers and Field Activities are the individuals and
organizations requesting the work to be performed. They are
ultimately responsible for preparing the SOW, providing the
funding required, initiating the tasking and administering the
Contractor's performance of that work. It is necessary that
these users be familiar with the Contract and have read this

' User's Guide before any ISC work is initiated. The user must
establish explicitly what work is to be performed and have that
information reflected accurately in the SOW. The appropriate
Contract Data Requirements Lists (CDRLs) and Data Item
Descriptions (DIDs) must be attached to the SOW. Refer to
Chapter Three of this document for further information on CDRLs
and DIDs. The Local contracting office will provide assistance
in developing CDRLs. In addition to the SOW, the user must
calculate and submit an estimate of the labor hours by labor
category and other direct costs. When applicable, all documents
produced must reflect the name and phone number of the individual
nominated to be the Contracting Officer's Technical
Representative (COTR.) Cost estimation is covered further in
Appendix E of this User's Guide.

2.2.2. Successor Contracting Officer (ScO). The Deputy Chief of

Staff for Installations and Logistics (DC/S, I&L) has designated
the Contracts Division (LBC) as the SCO. The SCO shall be
responsible to the DC/S, I&L for resolving legal issues,
determining contract scope matters, interpretation of contract
issues, and other contract problems which cannot be resolved at a
lower level. The SCO is the Marine Corps Contracting Office
responsible for overall contract management. The SCO will assist
the Headquarters USMC Contracting Officer's Representative
(HQCOR) (Code CCI), when requested, in reviewing SOWs with an
estimated or proposed cost that exceeds $800,000.

2.2.3. Site contracting Officer (SKO). The Site Contracting

Officer (SKO) is responsible for reviewing the proposed tasking
to ensure that the SOW requirements are within the scope of the
contract. If the estimated cost of the proposed Delivery Order
is less than $800,000, the SKO will forward the SOW to the

2-5
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Contractor and request that the Contractor provide a technical
and cost proposal. Upon receipt of the Contractor's technical
and cost proposal, the SKO will forward it to the requesting
office with a copy to the supporting MCCDPA for review and
comment. The SKO will then negotiate any changes with the
Contractor and issue the Delivery Order. The SKO will ensure
funding data is provided by the appropriate functional
manager/field activity. Funding data is required to execute the
Delivery Order. The SKO is required to forward all SOWs with
estimated costs exceeding $800,000 to the HQCOR (Code CCI) for
review. In the event that a Delivery Order is expected to exceed
the $800,000 1limit due to cost growths, forward the appropriate
information to the HQCOR (Code CCI) for review and approval.

2.2.4. Headgquarters USMC Contracting Officer's Representative
(HOCOR). The HQCOR is responsible for the coordination of AIS

development throughout the Marine Corps. The HQCOR is
responsible for providing to SKOs and contracting officers at the
Headquarters level AIS program guidance and information; making
recommendations to the SCO concerning contract renewal;
monitoring overall contractor performance through reports from
the Site Contracting Officer's Representatives (SCORs); assisting
the SCO and SKOs with the resolution of disputes concerning
contract scope:; and enforcement of contract provisions and award
fee determination. The HQCOR (Code CCI) is responsible for
review/approval of all SOWs with estimated costs exceeding
$800,000. Before approving the proposed tasking, the HQCOR will
review the SOW to ensure compatibility with Marine Corps IRM
plans, programs, standards and guidelines and to prevent
duplication of effort. This review is intended to ensure that
appropriate LCM practices and procedures are being followed for

AISs.

2.2.5. Site Contracting Officer's Representative (SCOR). The
SKO shall designate SCORs for this contract. An SCOR is
responsible for the coordination of one or more AIS's

development. An SCOR also provides to SKOs AIS program guldance
and information; makes recommendations to the HQCOR concerning
contract renewal; monitors overall contractor performance through
reports from the COTRs; assists the SCO and SKOs with the
resolution of disputes concerning contract scope and enforcement
of contract provisions.

2.2.6. Contracting Officer's Technical Representative (COTR).
The SCO and the SKO will designate the COTRs for this contract.
The COTR must be appointed by letter for each Delivery Order or
project. The appointment letter must include all the duties and
responsibilities. Additional information about the appointment
letter can be found in Chapter 4 of this publication. The COTRs
prepare task orders, accept deliverables from the contractor,
certifies invoices, and evaluates contractor performance. A COTR

is designated for each project.
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2.2.7. Government Program Manager (GPM). The HQCOR will

designate the GPMs for this contract. A GPM is responsible with
the Director of the central design activity for deciding whether
or not the information resources required for each AIS are
available within the central design activities. They also are
responsible for reviewing task orders, reviewing deliverables
produced under the contract, and monitoring overall satisfaction
with contractor performance.

2.3. CONTRACTOR ROLES AND RESPONSIBILITIES. The following
management roles and responsibilities define how the Marine Corps
expects a contractor to designate contractor personnel in order
to manage the ISC.

2.3.1. Integration Support Contractor-Program Manager (ISC-PM).

The ISC-~PM shall be the individual with overall responsibility
for the performance of all contractor efforts. This individual
will also be the primary point of contact for key personnel
associated with the ISC.

2.3.2. Integration Support Contractor-Project Team (ISC-PT).
The ISC-PT shall be comprised of personnel needed by the ISC-PM
to successfully provide guidance and direction to all contractor
personnel working in support of the Marine Corps AIS
requirements.

2.3.3. Information System-Site Manager (IS-SM). The ISC-PM
shall designate an IS-SM when directed by the HQCOR. An IS-SM
shall coordinate and supervise the efforts of several IS-PM's.
The IS-SM position is separate from and senior to the IS-PM. The
IS-SM may be collocated at an AIS Project Office. As
requirements change, the decision to retain the IS-SM will be at
the discretion of the HQCOR.

2.3.4. Information System-Project Manager (IS-PM). Each IS-PM
will be the individual with overall responsibility for the
performance of those contractor provided information resources
associated with the AIS under their purview. This individual
will be the Contractor's primary point of contact for the
respective site COTRs. There shall be a one-to-one ratio between
the Marine Corps AIS's supported by this contract and the IS-PMs.
In the case of very large Class I Systems, more than one IS-PM
may be required. This decision will be made by the GPM.

2.3.5. Information System-Project Team (IS-PT). The IS-PT will
be comprised of that staff required by each IS-PM to successfully
meet the requirements of task orders. Contractor personnel
assigned to an IS-PT shall not work concurrently on another IS-PT
without the prior approval of the respective COTR.

2-7
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Chapter 3

INITIAL ISC PROCEDURES

3.1. GENERAIL INFORMATION. A clear statement of contract
requirements is a prerequisite for defining and achieving the
program goals. Before writing anything, a user must be familiar
with the ISC, MIL-HDBK-245B and this User's Guide. There is no
specific formula for developing a SOW. Each one is unique and
must be tailored to the specific project at hand. The SOW must
be carefully prepared to specify the basic responsibilities and
the minimum program requirements. The SOW becomes the standard
for measuring a contractor's effectiveness. The text of the SOW
tasks shall not include the description and delivery requirements
for data. The role of the SOW is to define those work tasks
which cannot be contained in a specification. Typical SOW tasks
include:

a. Designing and programming a system to contract
specification.

b. Analyzing the results of cost, schedule, and performance
trade-offs.

c. Implementing a quality assurance program.

d. Analyzing and planning in order to identify resource
requirements for production and to achieve a requlred
level of production readiness.

e. Quality program planning and implementation.
f. Designing test plans, procedures and reports.

3.2. PLANNING THE SOW

a. Procedures. Upon determination of the user requirements,
a SOW must be prepared which will be forwarded to the SKO for
review. Figure-3-01 is a graphic flow of the SOW process. The
SOW describes the technical requirements, description of work,
acceptance crlterla, benchmarks, and labor categories requlred.
After reviewing the SOW, the SKO then forwards it to the
contractor omitting any reference to staff-hours or labor
categories. A detailed analysis for tasks and subtasks to be
performed should be provided so that the contractor has
sufficient data in which to develop a technical proposal to
estimate the type of labor categories anticipated to fulfil the
requirements, the number of staff-hours per labor category, a
task completion date and a total proposed price.

b. Prerequisites. The necessary prerequisite for preparing
a SOW is a complete understanding of what work has to be done.
It is necessary to understand the circumstances in which a
requirement is born. How these requirements ultimately evolve

3-3
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FIGURE 3-01
ISC SOW Generation Process
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into a SOW will be of singular value to all individuals involved
in preparing the SOW. The SOW preparer will:

(1) Review the requirement and directive documents which
define its basic objectives.

(2) Prepare a bibliography citing all the regulatory
material which should be used in preparing the SOW.

(3) Identify the potential cost drivers and ensure that
only those necessary for proper program operation are included in
the resulting SOW and that they are scoped to the minimal needs
of the progran.

(4) Prepare preliminary Work Breakdown Structure (WBS.)
Included should be cost analysis, scheduling, configuration
management, financial management, logistics, testing, quality
assurance, personnel, and training. The WBS is the framework
that provides a uniform approach to structuring the program
throughout the project's life cycle phases. The WBS defines work
from the highest level to the lowest level of detail necessary to
describe the project tasks to be accomplished. Further
information and an example of the WBS can be found in IRM-5231-
19A, PROJECT MANAGEMENT PIAN.

(S) Identify all personnel and organizations that will
participate in preparing the SOW and determine their
responsibilities.

(6) When stating tasks or subtasks in the SOW, ensure
that the phrase "The contractor SHALL...." The use of anything
other than the word "shall" is not legally binding on the
contractor. The phrase, "The Government will..." is legally
equivalent to "may" and is not binding on the Government. Try to
avoid using terms such as "when required," "as necessary," or "if
needed." Review the list of "work words", Appendix F. Never
describe work tasks in terms of data to be delivered. Be
explicit as to what the Government's needs are, expressed in
terms of what work is to be accomplished. Use "work words" that
are clear and distinct and identify what is expected.

(7) Ensure that the SOW specifies what is required, not
how it should be accomplished. Ensure all documents referenced
are thoroughly reviewed and do not imply any additional
requirements.

3.3. DEVELOPMENT APPROACH. After reviewing the significant
documentation on the subject and obtaining guidance from the
responsible managers, professionals and specialists, the
following developmental approaches should be considered:

a. Divide the subject matter to be covered into logical
component parts. Specify the deliverables that are expected to
be received. This is done through the use of CDRLs and DIDs.
There must be a CDRL and DID for each deliverable that the
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contractor is expected to produce. The IRM Technical
Publications can help in determining what deliverables are
necessary for a particular segment of work.

b. The drafter of the SOW should determine, based on the
nature of the work to be performed, which contract line item
number (CLIN) from Section B-3 of the ISC, is applicable to the
work being performed. The applicable CLIN should be explicitly
1dent1f1ed in the "Requlrements" section of the SOW. For
example, if the SOW is being prepared at MCCDPA Quantico for work
to be performed during the option year two, the applicable CLIN
should be reflected on page B-14 of the ISC. If the SOW covers
information system design, development, testing, implementation
and migration then the applicable CLIN should be 0215. The
purpose of identifying the CLIN is to insure that the work is
germane to the overall scope of the contract. If the work cannot
be defined within the context of one of the CLINS listed in
Section B-3 then it probably should not be performed under the
ISC.

c. Develop an outline on how the subject will be covered. A
period of time should be set that allows the contractor a
reasonable amount of time to complete the work. Normally, the
contractor has three weeks from the date of the delivery order to
gear up for the project.

d. Identify those component tasks required that are already
defined in existing military or Federal specifications and
standards or current practices. Ensure that these documents are
contained in the list of reference documents.

e. Isolate those tasks that require additional or special
research or have unique design problems.

f. Identify those tasks that have time factors involved or
deadlines and critical target dates.

3.4. PREPARATION RESPONSIBILITIES. The responsible Functional
Manager or Field Activity is responsible for establishing the
definitive parameters for the SOW. They must also ensure that
the SOW format and composition is standardized IAW MIL-Hdbk-
245B. The SOW states what work the contractor must perform, not
what the deliverables are. Ensure that each task or subtask is a
measurable piece of work. Ideally, a task or subtask should
result in a deliverable, but this may not always be the case. 1In
any case, there must be some means in order to determine if and
when the contractor has successfully completed the work/task.

The SOW must state explicitly what the requirements are and it
cannot be left up to the contractor to make the decisions for the
Government. Appendix H is a SOW Checklist to ensure compliance
with the SOW requirements. Adopting the mindset that the
contractor must be told what to do, and not how to do it will
prevent potential confusion later in the project.
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3.5. CONTRACT DATA REQUIREMENTS LIST (CDRLS) AND ASSOCIATED DATA
ITEM DESCRIPTIONS (DIDS). Once the work requirements have been
identified in the SOW, the functional representative must then
describe the items that result from that work and the delivery
instructions for those items in a form that is appropriate for
contractual use. This is accomplished through two documents:
CDRLS and DIDs. A set of CDRLs and DIDs, which enforce the
Government's data and documentation rights pertaining
specifically to the ISC, will be maintained at the following
activities:

FIGURE 3-02
CDRLs and DIDs Locations

3.5.1. CDRLS. The CDRLs or DD Form 1423 provides delivery
instructions for each deliverable. Normally, CDRLs and DIDs are
used in pairs, (every DID must have a corresponding CDRL).
However, occasions may arise when no DID exists that meets a
requirement. In that case, prepare a CDRL and refer to the
appropriate IRM standard in Block 16 of the DD Form 1423. Figure
3-03 is an example of a DD Form 1423 and Figure 3-04 are
instructions for completion.

3.5.2. DIDS. The DID or DD Form 1664 (Figure 3-05) is used to
describe a deliverable that the contractor will produce as a
result of a work requirement in the SOW. The Department of
Defense (DoD) has standardized the DIDs that can be used. All of
the approved DIDs are listed in the Acquisition Management
Systems Data List (AMSDL). Standard DIDs have been approved for
both tactical computer systems under DOD-STD-2167 and non-
tactical computer systems under DOD-STD-7935A. Unfortunately,
DoD has not approved standard DIDs that correspond to the
documents described in the various IRM Technical Publications.
There will be situations that will arise when there simply is not
an approved DID that meets your requirements. Instructions have
been included under CDRLs to cover these cases. The cognizant
Marine Corps Contracting Officer will provide ISC users with the
CDRLs and DIDs or will help users to develop a tailored DID that
meets unique data requirements. Appropriate DIDs should be
listed in each SOW with a copy of the CDRLs attached.
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10.

11.

12.

ATCH NR: Leave Blank
TO EXHIBIT: Leave Blank

SYSTEM/ITEM: Enter the name if the appropriate system
discussed in the SOW.

TO CONTRACTOR/PR: Leave Blank

CATEGORY: This corresponds to the DID Functional
Category and can be determined by looking at the DID
number. For example, the category for DI-MGMT-80277 is
MGMT. The codes used most frequently are:

ADMN Administrative Data

CMAN Configuration Management

IPSC Information Processing Standards for
Computers

MCCR Mission Critical Computer Resources

MGMT Management

MISC Miscellaneous

Within a category, CDRLs are numbered sequentially in
Block 1 of the CDRL.

CONTRACTOR: Leave blank.

SEQUENCE NUMBER: Enter a four character sequence number
for each CATEGORY group of CDRLs. For example, the first
group is A001, A002, etc. The second group is BO0O1,
B002, etc.

TITLE OR DESCRIPTION OF DATA: Enter the exact title of
the DID to which the CDRL refers. Titles that exceed the
space allocated can be abbreviated or continued in the
REMARKS Section be entering the words "Block 2:" followed
by the rest of the title.

SUBTITLE: Use this section to further clarify the title
especially when the title does not adequately describe
the data or when DIDs match the CDRL. '

AUTHORITY (DATA ITEM NUMBER): Enter the DID number
exactly as it appears on the DID.

CONTRACT REFERENCE: Enter the exact paragraph number
from the SOW that requires deliverable described by this

CDRL.

TECHNICAL OFFICE: Enter the responsible functional
office.

FIGURE 3-04
Instructions for DD Form 1423-1
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13.

14.

15.

16.

DD FORM 250 REQUIREMENTS. Enter either DD, if the
deliverable is to be accompanied by a DD Form 250, or LT,
if the deliverable is to be delivered via a Letter of
Transmittal.

APPROVAL CODE: Items of critical data requiring
specific advanced written approval, such as a test plan,
should be identified by plac1ng an "A" in this block.
Most of these items require submission of a preliminary
draft prior to publication of the final document. When
this block is used, indicate in the REMARKS block when
the draft is due, how long the Government has for review
and when the final document is due. If advance approval
is not required, leave this block blank.

INPUT TO IAC: Leave Blank.

FREQUENCY: Enter the appropriate code from the
following:

DAILY ANNLY Annually

WEKLY Weekly SEMIA Each 6 Months

BI_WE Each 2 Weeks OTIME One Time

MTHLY Monthly ONE/P 1 Time with

BI_MO Each 2 Months preliminary draft

QTRLY Quarterly ONE/R 1 Time and revisions

BI_AN Each 2 Years R/ASR Revisions as Require

2 TIME Two Separate ASREQ As Required
Submittals

DFDEL Deferred Delivery

The following codes required further explanations:

17.

18.

ONE/P Use this code to require a draft before the final
submission.

ONE/R This entry indicated that the data will be
submitted one time - in final form - but may
requlre revisions throughout the contract.

R/ASR This is used when the data currently exists but
may requlre revisions during the contact.

ASREQ If this is used, the specific delivery dates must
be included in the REMARKS Section.

AS OF DATE: Leave Blank.

DATE OF FIRST SUBMISSION: Enter "SEE BLK 16". 1In the
REMARKS Section specify the exact delivery dates for the
data. The due dates should be identified as "XX
working/calendar days following award of the Delivery
Order" where XX is the number of days, unless the
deliverable is required to meet a specific calendar date

FIGURE 3-04 (Cont.)
Instructions for DD Form 1423-1
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18.

20.

21.

22.

23.

24.

25.

26.

When determining the Government review period, allow
sufficient time for a thorough review to include user
comments, when appropriate.

DATE OF SUBSEQUENT SUBMISSION/EVENT IDENTIFICATION: If
the data is submitted more than once, enter the date(s)
of each subsequent submission in the same form as number
18 above.

DISTRIBUTION AND ADDRESSEES: Enter the responsible
Functional Area in the Block labeled 14. On the next
line, enter the number of copies required. Indicate any
explanations in the REMARKS Section. For example, "5/1"
in this block would need an explanation stating that 5
paper copies and one magnetic copy be submitted.

TOTAL: Enter the total number of copies required.
REMARKS: Enter any remark required to clarify or
continue entries in Blocks 1 through 15 or any other
remarks necessary to clearly identify the data item or
delivery requirements.

PREPARED BY: Preparers signature.

DATE: Enter the date the CDRL was prepared.

APPROVED: This is usually the signature of the Head of

the Functional Area. The same individual cannot sign in
both places.

DATE: Enter the date the CDRL was approved.

FIGURE 3-04 (cont.)
Instructions for DD Form 1423-1
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Form Approved
OMB No. 0704-0188

DATA ITEM DESCRIPTION
Exp.Date: Jun 30, 1986

2. {DENTIFICATION NUMBER

1. TITLE

3. DESCRIPTION/PURPOSE

4, APPROVAL DATE S. OFFICE OF PRIMARY RESPONSIBILITY (OPR) 6a. DTIC REQUIRED 6b. GIOEP REQUIRED

YYMMOO)

7. APPLICATION /INTERRELATIONSHIP

8. APPROVAL LIMITATION 9a. APPLICABLE FORMS 9b. AMSC NUMBER

10. PREPARATION INSTRUCTIONS

PAGE OF PaGES

Previous edition is obsolere.

0D Form 1664, FEB 8BS

FIGURE 3-05
Data Item Description (DD Form 1664)
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Chapter 4

DELIVERY ORDER REVIEW, APPROVAL, AND PROCESSING

4.1. DELIVERY ORDER PROCESS. Once the SOW and the Cost Estimate
are completed by the user they must be forwarded to the
appropriate MCCDPA. Figure 4-01 is a descriptive flow of the
Delivery Order process. If the MCCDPA determines that the
proposed work cannot be performed in-house, a Statement of
Nonavailability of Computer Resources (SNCR) will be prepared and
forwarded with the SOW and Cost Estimate to the Contracting
Office within five working days. Each order issued under this
contract shall include a statement concerning all elements of the
following accounting data:

a. Appropriation Symbol and Subhead
b. Object Class
c. Bureau Control and Sub-allotment Number
d. Authorization Accounting Activity
e. Type
f. Property Accounting Activity
g. Cost Code
4.1.1. Delivery Orders. Written Delivery Orders will be issued

to the Contractor by the SKO for all work to be performed. The
total amount of any Delivery Order issued shall not exceed the

negotiated cost and award fee.

a. Delivery Orders of $25,000 or More. Each Request For
Proposal (RFP) will include a description of the specified work
required; the desired delivery schedule; the place and manner of
inspection and acceptance and any other pertinent information.
The Contractor shall, within 10 working days, provide the
contracting officer a Proposal to Perform the Delivery Order.

The proposal shall include the required number of labor hours by
labor category and overhead rates for each end product or task:
overtime hours, by labor category if required; proposed
completion date; direct material, travel, subsistence and similar
costs; dollar amount and type of any proposal subcontract; total
cost; and certification of conflict of interest. The contracting
officer will review the estimates to ensure acceptability to the
Government and may issue an executed Delivery Order.

b. Delivery Order Less than $25,000. The contracting officer
shall issue a fully funded, unilaterally executed task order
representing a firm order for the total requirement. In the
event that the Contractor cannot perform in accordance with the
terms and conditions and within the estimated cost of the
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DELIVERY ORDER PROCESS
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FIGURE 4-01
Delivery Order Process
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Delivery Order, the Contractor will notify the contracting
officer immediately, submit a proposal for the work requested in
the Delivery Order and not commence performance until a
modification terms and conditions and within the estimated cost
of the Delivery Order, the Contractor will notify the SKO and the
COTR is issued. Each Delivery Order shall include the date of
the order, contract task order number, place of performance,
scope, the place and manner of inspection and acceptance,
Government furnished property, material or facilities to be made
available, information deemed necessary to the performance of the
Order, a delivery date or period of performance, and accounting
and appropriation data.

4.1.2. Limitations of Costs/Limitation of Funds. This clause,

which is a part of the contract, shall be applicable to each
Delivery Order. If at any time 75% of the estimated cost
specified in the Delivery Order is reached, and it appears that
additional funds and/or level of effort is required to complete
performance of the Delivery Order, the Contractor shall promptly
notify the Ordering Officer in writing.

4.1.3. Period of Performance. The period of performance may not
exceed the expiration date of the funds used except in those
cases when the task is determined to be non-severable.
Non-severable tasks are those tasks which cannot be completed
within a given fiscal year due to the scope of the task. A start
and end date must appear on each Delivery Order. Each task shall
contain requested delivery and/or performance schedules.

4.1.4. Phasing of Work. The Delivery Order must include the
schedule and manner in which work will be transmitted to the
Contractor. The late delivery to the Contractor of contractually
required data by the Government may require the Contractor to
stop work and make the Government liable for Contractor downtime.
Therefore, the Marine Corps must take steps to deliver data on-
time. The using organization must request that the Delivery
Oorder be modified if the last reasonable delivery date exceeds
the period of performance of the Delivery Order. Contractor
performance after the close of the period of performance in the
Delivery Order is not authorized. If the Contractor requires
more time to complete a task, the Marine Corps Contracting
Officer may authorize a continuation of work.

4.1.5. Delivery Date. The delivery date is the date by which
the Contractor must deliver the final and complete product
specified in the Delivery Order, ready for final inspection and
acceptance. If it becomes apparent to the using organization
that effort will be required beyond the completion date, a new
date must be provided to the Marine Corps Contracting Officer who
will initiate action to modify the original date.

4.1.6. Delivery Order Modification. Any change to a pelivery
Order must be documented by a Delivery Order Modification and
must be processed through the cognizant Marine Corps SKO.
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4.1.7. Pre-proposal Review. It may be desirable to request the
contracting officer to forward an advance copy of the SOW to the
Contractor and schedule a pre-proposal meeting. This can be
useful if the SOW is complex or it may appear necessary to
explain or clarify issues with the Contractor before the
Contractor prepares a technical proposal.

4.1.8. Request For Proposal (RFP). The contracting office will

send an RFP to the Contractor. The Site Contracting Officer
(SKO) will process the SOW and will need at least two weeks to
process the RFP from the Contractor. If the SOW meets the
requirements of the contract, the SKO will submit the SOW (minus
the Cost Estimate) to the Contractor. The Contractor then has
ten working days to review and prepare a technical and cost
proposal. An extension can be requested and approved if the
circumstances warrant such an extension. Any pre-proposal
meetings would take place at this time.

4.1.9. Review of RFP. The Contractor will return the proposal
via the contracting office. The functional activity is
responsible for reviewing the proposal for technical merit and
cost. At this point a determination should be made as to whether
the Contractor understands the work that is required and whether
the proposed cost is fair and reasonable. The Contractor's cost
estimate must include the breakdown by task, labor category, and
labor hours. ’

4.1.10. Letter of Acceptance. If the proposal is acceptable, a
NAVCOMPT FORM 2276 and a Letter of Acceptance will be forwarded
to the contracting office committing the Government's funds to
the project. Figure 4-02 is an example of a completed NAVCOMPT
FORM 2276.

4.1.11. Non-Acceptance of RFP. If the proposal is not
acceptable, a negotiation session must be set up with the
Contractor. The functional representative will be invited as the
technical expert in order to advise the contracting officer on
technical issues. Prior to the negotiation meeting, a letter of
non-acceptance must be prepared, outlining the reasons for not
accepting the proposal.

4.1.12. COTR Appointment Letter. Once an agreement has been
reached by the Contractor and the Government, a Delivery Order is
issued, a number assigned and a COTR Appointment Letter issued.
Figure 4-03 is an example of a COTR Appointment Letter. The

Contractor can legally begin work.

4.1.13. Maintenance of Records. The Contractor shall maintain
the following under this contract as a minimum:

a. Records for each Delivery Order, indicating the number of
hours of direct labor performed by labor category and separated
as to contractor or subcontractor.

b. Records of all direct non-labor costs.
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From:

To:

Subj:

Ref:

5230
CCIs-31
(Date)

Contracting Officer, Purchasing and Contracting
Division MCCDC, Quantico, Virginia 22134-1395

(Functional Area/User)

Appointment as Contracting Officer's Technical
Representative (COTR)

(a) Delivery Order No. (Number) with Computer Sciences

Corporation (Name of Delivery Order)

1. You are hereby appointed to serve as the COTR on the above
referenced order.

2. Your authority and responsibilities as the COTR are as
follows:

(a)

(b)

(c)

()

(e)

(f)
(9)

Inspect and accept all deliverables and services
furnished under the Delivery Order

Monitor all performance under the order to include
the conduct of surveillance and inspections as
necessary to determine compliance with all
provisions of the Delivery Order and the basic
contract.

Document all noted discrepancies and insure that the
Contractor is advised of all discrepancies. Advise
Contracting Officer of any issues not immediately
resolved.

Advise the Contracting Officer of any potential
problems that may impact on Contractor's performance.

Assist, - as requested by the Contracting Officer, in
negotiating revisions, additions, or deletions to the
Delivery Order.

Certify invoices in a timely manner.

Insure that no deviations from the terms and
conditions of the contract, including deviations
from the Statement of Work, are permitted or
authorized without written approval of the
Contracting Officer.

FIGURE 4-03
COTR Appointment Letter
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3. The authority delegated by this letter will remain in
effect until expiration of the Delivery Order or until
cancelled by separate letter, whichever comes first.

Copy to: (1) CDPA
(2) Computer Sciences Corporation

FIGURE 4-03 (cont.)
COTR Appointment Letter
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c. Nothing herein shall be deemed to excuse the Contractor
from maintaining records required by other provisions of this
contract.

The user should also maintain copies of proposals, status
reports, 1lnvoices, correspondence and memorandums from meetings.

4.2. FUNDING. All funds are provided by the functional area
requesting the work. All Delivery Orders must cite the quantity
(work to be performed) and specific appropriation data to be used
in support of each task.

4.2.1. Invoices. As invoices are received by the Contracting
Officer, they will be forwarded to the functional manager for
validation. They will then be forwarded to disbursing for
payment. All billings should be processed expeditiously.

4.2.2. Contractor Vouchers. The Contractor will prepare
vouchers on a Standard Form 1034 (in quadruplicate unless
otherwise specified). The vouchers will be submitted with a
Certificate of Performance to the DCAA and the Ordering Officer
for approval before payment. Vouchers will be submitted on not
more than a biweekly basis with no more than sixty days between
performance and submission of voucher. A single voucher for the
contract may be provided for each billing period, provided that
the Contractor submits supporting documentation for each Delivery
Order or vouchers will be segregated by individual Delivery
Orders. The following information will be included on all
vouchers for both billing period and the cumulative to date
amounts:

a. Delivery Order Number and Contract Number
b. Labor charges by manhours and cost

c. Ooverhead

d. Premium time and charges

e. Material, subcontracting cost

f. Travel cost

g. G & A cost

h. Consultant charges
i. Fee
j. Other Direct Costs (ODC)

The DCAA will review the voucher and forward it to the Ordering
Officer. The Ordering Officer will assure acceptance of
deliverables by the COTR for Certification of Performance. Final
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payment will be predicted upon the execution of a DD Form 250,
Material Inspection and Receipt Report.

4.2.3. Payment Address. Payment for performance at all sites
under this contract shall be sent to the following address:

Computer Sciences Corporation
Applied Technology Division
P.O. Box 15673

Baltimore, MD 21253

4.2.4. Invoice Charges. All requirements and information
pertaining to the Contractor's invoicing and charges can be found
in the contract under Section G-5. The SCO is the only person
authorized to approve changes in any of the requirements under
this contract. 1In the event the Contractor effects any change at
the direction of any person other then the SCO, the change will
be considered to have been made without authority and no
adjustment will be made in the contract price to cover any
increase in charges incurred as a result thereof.
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Chapter 5

PERFORMANCE EVALUATION PROCESS

5.1. TYPE OF CONTRACT. Since the ISC is an indefinite delivery,
indefinite quantity contract with Delivery Orders that are issued
on a cost-plus-award-fee basis, the Contractor has a Defense
Contract Audit Agency (DCAA) approved accounting system. The
contract provides for performance by the Contractor only of
efforts formally defined and issued under individual Delivery
Orders which fall within the general scope of the contract. The
grade awarded for the Contractor's performance determines the
amount of award fee that the Contractor receive.

5.2. PERFORMANCE EVALUATION BOARD (PEB). The proper

administration of the award fee provisions of the contract is the
responsibility of the Marine Corps Contracting Officer. The
determination of award fee has been delegated to a PEB whose
responsibilities include the recommendation of an award fee to
the Fee Determining Official (FDO) based on Contractor
performance. The PEB consists of directors of the central design
activities and representatives from the HQMC Information Systems
Working Group (ISWG). The FDO for this contract is the HQCOR,
(CCI). The PEB will convene twice each year, February and August
(i.e. 1-91 or 2-91).

5.3. PREPARATION OF SEMIANNUAIL PERFORMANCE EVALUATION. The
Contractor's performance is evaluated semiannually for work
performed during the evaluation period. It is the responsibility
of the COTR to provide fair, impartial and timely evaluations to
the evaluation board for those Delivery Orders under their
cognizance. The HQCOR will send a notification to all SKOs of
the evaluation closeout date and instruct them to notify the
COTRs that they must complete the Contractor Evaluation
Worksheets for each Delivery Order invoiced during that
evaluation period. Since all invoices for work performed during
the evaluation period do not arrive in time for processing by the
closeout date, the work is still evaluated, however, the dollar
amount will not be included in the evaluation period totals.
These will then be submitted to the next evaluation board after
the invoice is processed. This process will ensure that correct
totals are reflected and that work already evaluated will not be
evaluated again. Appendix I contains the Fee Determination Plan.
A copy of the Contractor Evaluation Worksheet is included in the
plan as well as a timeline of events of the evaluation process.
All of the forms and correspondence used in the evaluation
process are considered Sensitive Unclassified information and
must be safeguarded appropriately during their use, transmittal
and storage.

5.4. CONTRACTOR EVALUATION CRITERIA CATEGORIES. The COTR is.
required to evaluate the Contractor's performance in three main
areas. Technical, Cost, and Management Effectiveness. These
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?hree categories are in accordance with the guidelines set forth
in the Contract, Section H-41. An award fee will be given based
on satisfactory or above performance in all three categories.

5.4.1. Technical Evaluation - Cateqory A. Evaluation in this
category will be based on:

a. Employment of appropriate procedures.
b. Work results technically accurate and valid.

c. The production of error-free software or other products
which conform with the requirement established in the contract or
by individual Delivery Orders.

d. Conformance to the end product with the goals of the
individual Delivery Order. (i.e., did the product or service not
only meet the minimum stated standards and criteria, but did the
goods or services meet the goals of effectiveness and economy of
design and/or implementation?)

e. Maintain program schedules and delivery.

f. Prioritize tasks, maintain schedules, meet milestones and
delivery dates established by work assignments or program plans.

5.4.2. Cost Evaluation - Category B. Evaluation in this
category is based on:

a. Accurate estimatiion of costs, including category of
labor, man-hours, travel, and other cost elements that are
required to perform tasks and actual compliance with these cost
estimates.

b. Degree of control over incurred cost as evidenced by
estimated and actual cost.

c. Establishment of priorities to obtain the most effective
productivity without use of priced overtime.

d. Exercise of good management principles to minimize idle
time and other nonproductive time.

e. Effectiveness of management efforts to produce quality
work at a minimum cost to the Government.

f. Use made of internal administrative reports to achieve
maximum productivity at minimum cost to the Government, e.qg.,
cost/schedule management system.

g. Use of and accurate visibility into cost and the
appropriate justification for use of subcontracts and purchases.
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5.4.3. Business Management Evaluation - Category C. Evaluation

of this category is based on the following:

a. ' Effect